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INTRODUCTION

Use of the Handbook

This Community Service Programme Handbook provides relevant information
about the implementation of the Community Service Programme for reference by
all stakeholders, including participating students, Student Development Office
(SDO), staff involved in the Programme, as well as collaboration partners if in
need. Feedback and suggestions from stakeholders are most welcome to help

improve the quality of such service learning programme.

Objectives of the Community Service Programme

The servant comes first in servant leadership. To cultivate such an attitude to life,
Gratia Christian College (“GCC”/ “the College”) runs the Community Service
Programme as one of the required co-curricular programmes under the Character
Education Area of the College for all students to develop servant leadership and

achieve character transformation.

Students are encouraged to reach out first and foremost to districts in close
proximity and apply what they learn to serve the community and those in need.
The College believes that face-to-face encounters with people living on the
margins will spur students on to act with passion. Through the process of service
learning, the ultimate goal is to nurture in students a serving heart and a sense of
justice, to boost their interpersonal skills, and to instill civic virtue as well as
“CHRIST” values.

To sum up, GCC’s Community Service Programme is set out with the following

objectives:

a) todevelop a sense of service to the community;
b) to develop a sense of belonging to the community;
c) todevelop team work skills; and

d) to develop a caring citizenry.
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EXIT REQUIREMENT FOR GRADUATION

Required Service Hours

As a college aspires to develop students’ servant leadership, GCC sets out that all
students must complete a certain number of hours of community service as part
of the requirements for graduation. The required service learning hours in the

Community Service Programme for different study levels are as follows:

a) Degree students: at least 20 hours of service required within four years of
study
b) Higher Diploma students: at least 20 hours of service required within two

years of study

It is also hoped that students could develop their passion and commitment to

serve others and keep volunteering beyond the required hours.
Exemption

Due to the special study mode and the possession of experience in serving the
community, students in the following programmes are exempted from the

community service exit requirement:

a)  Year 3 entrants (full-time and part-time conversion modes) of the Bachelor
of Social Work (Honours) Programme
b)  All Higher Diploma Programmes in part-time mode

c) Professional Diploma in Property and Facilities Management Programme

For students entering directly into the third year of other bachelor's degree
programmes, exemption will only be granted with approval from the Programme

Director. Such exemption should be sought in their first semester of study.

SERVICE LEARNING AND SERVICE OPPORTUNITIES

Cycle of Service Learning

Service learning involves five key stages as illustrated in the following diagram:
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- Investigation

Preparation

& planning

Reflection | €—

Users of this handbook may refer to relevant sections in the document to obtain
further information for different stages in operating the Community Service

Programme.

Meaning of Community Service

Participation in the Community Service Programme is a service learning process
for students. It refers to the voluntary services provided by students to non-
profit-making charity organisations or service agencies, in which all services

performed will not be remunerated in any kjr 1d there is no employer-

employee  relationship ~ between  parti¢investigation | students ~ and  the

organizations/agencies.

Preparation

& planning

ivities or projects
ts would have
partners. For
service activities organized or initiated by the College or students themselves,
selected groups might be targeted. Potential service recipients may include the
elderly, the homeless, individuals with disabilities, new immigrants, South Asian
communities, the underprivileged, the general public, non-human animals, and
the planet Earth, etc.

Channels of Obtaining Information on Service Opportunities

Students may choose to contribute to their volunteer service either individually

or in groups, and they may look for the service opportunities by themselves. As
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individuals, they may contact any non-profit-making or service agencies which
provide social services to the district they live in, or they can register themselves

as volunteers for these organisations for services they are interested in.

Students may also enroll in programmes or volunteer opportunities/projects
which are promoted or organised by the Student Development Office (SDO).
They may get access to information on different community service

opportunities through the following College channels:

a)  Checking on Moodle for regular opportunities of service partners or non-
profit organizations posted by the SDO; and
b) Referring to emails from the SDO on selected volunteer opportunities /

projects.

Students may also initiate their own project of service and volunteer in their
personal capacity. Advice might be sought from the SDO and the Community
Service Working Group. If deemed applicable, funding support might be
solicited from the College (See details on Pay It Forward Scheme).

4 ROLES OF PARTIES INVOLVED

4.1 Community Service Working Group

The Community Service Working Group is a sub-committee set up under the

Student Development Committee with the following roles and responsibilities:

a) To report to the Student Development Committee and help oversee the
planning and development of the Community Service Programme;

b) To monitor the implementation of the Community Service Programme with
the Student Development Office as the administrative arm of the
Programme;

c¢) To review students’ feedback on community service collected from the
Annual Questionnaire on Programme and Supporting Services;

d) To consider and approve applications for funding support from the Pay It
Forward Scheme for students’ self-initiated community project;

e) To participate in the Selection Panel with the Student Development Manager
to nominate the awardees for the Best in Community Service Scholarship for
endorsement by the Student Development Committee and the Academic
Board;
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To assist the Student Development Committee in ensuring the quality

assurance in the process of community service learning.

4.2 Student Development Office

a)

b)

d)

f)

To act as the administrative arm to co-ordinate and support the operation of
service learning through the Community Service Programme;

To liaise with different collaboration partners and disseminate as well as
promote information to students for participating in their community service
activities or projects;

To perform the role of centralizing compilation, collection and retention of
students’ service records, and relevant information related to the
implementation of the Community Service Programme;

To verify the total service hours of each student for the academic year, and
notify relevant parties on follow up actions if individual students are found
behind in completing the required hours;

To relate the result of the Annual Questionnaire on Programme and
Supporting Services regarding the operation of the Community Service
Programme and other relevant information to the Community Service
Working Group and relevant staff for updates and follow-up actions;

Other administrative duties related to the Community Service Programme.

4.3 Service Agencies / Collaboration Partners

a)

b)

To provide activity and enrolment information to the SDO as contact point
should they need service support from students;

To provide necessary briefing or training, and supervision to facilitate
participating students to perform their volunteer service;

To share service experience and advice, at the invitation of the College, to
enable participating student to maximize the experience of service learning;
To confirm with signature, the participation and activity information as filled
in by the participating student in the Service Record Book for the said entry;
To revert feedback, if deemed applicable, to the SDO to facilitate further

collaboration with the College.

4.4 Participating Students

Appendix 6 —p. 5



Appendix 6

a) To take initiative to check out community service opportunities available
from the College’s channels or other possible platforms;

b) To attend training and briefing to facilitate the performance of the service
enrolled;

¢) To perform service with a caring heart, be punctual and dependable, and
comply with the general practice and procedures as briefed or instructed by
the organizing party;

d) To fill in the service record book and upload it to the In-house &
Community Service Management System (ICMS) after completing each
activity and ensure that everything reported in the Service Record Book is a
true account of the service performed; and

e) To monitor the amount of service hours performed during the course of
study, and take initiative to communicate with the SDO or Mentor should

there be problems encountered or difficulties in meeting the requirements.

S SERVICE RECORD BOOK

5.1 Use of the Service Record Book

Students can obtain the service record book from the link

https://sdo.gcc.edu.hk/icms/ for recording the community service activities they

have participated. Students should keep the records properly during their course
of study at the College.

a) Basic information in each entry of service record comprises the following:

*  Name of the service unit

*  Description of the service

*  Date of the service performed
*  Number of service hours

*  Name and signature of the person-in-charge of the service activity

a) Recordable service hours refer to time spent on liaison, planning, organising,
administering and reviewing, for example, liaison work, holding meetings,
preparation work, organising activities, conducting review, etc., excluding
time for attending training course on service. In general, indirect service

hours should not exceed one quarter of the total service hours required.

5.2 Submission of Service Records
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The service record book should be uploaded to ICMS at the end of each

semester for verification.

The deadline should be observed as late submission of the service record

book may not be processed by the SDO.

6 SUPPORTIVE MEASURES AND EVALUATION

6.1 Supportive Measures

Supportive measures have been put in place to spur students to reach out to the

community and to facilitate students to learn from peers’ service experience.

a)

b)

There will in each academic year a means of celebration and a public
recognition to reinforce and instill the importance of servant leadership into

QGratians.

Pay It Forward Scheme

A Pay It Forward Scheme has been introduced, sponsoring students, with
$2,000 at the maximum, to work on their self-initiated community project.
Application will be considered and approved by the Community Service

Working Group.

6.2 Recognition of Performance

a)

b)

Transcript

Students’ fulfillment of the service requirement will be recorded in the
transcript. Recognition of award or scholarship received for outstanding
performance in the Community Service Programme will also be recorded in
the transcript. Those who fail to complete the Community Service

Programme will not be issued the transcript.

Scholarship
An award for the best performers in community service has been established
in both the Degree Scholarship Scheme and Higher Diploma Students of the
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College as a form of formal recognition to students for doing excellence in

community service learning. Details of the Best in Community Service

Scholarship are provided in the following table:

Criteria

* Outstanding services to the College and the community; and

* Good conduct with satisfactory academic performance

Value of each award

HK$1,500

Number of places in

each academic year

* Two recipients in the final year of study of any degree
programme

* Two recipients in the final year of study of any higher
diploma programme

* The number of recipients is subject to review in line with the

scale of operation

Implementation

Procedures

SDO is responsible for administering the Scholarship.
Nominations will be made by Selection Panel comprising
members of the Community Service Working Group. The list
of nominations will be endorsed by the Management Board.
Presentation of the awards will be held in the first College

Assembly in the following academic year.

6.3 Annual Review Meeting

Review meeting involving Community Service Working Group, Student

Development Office, Mentors if in need, and relevant parties will be conducted

at the end of the academic year.

6.4 Student Evaluation

The Community Service experience is included under the Student Development

Office as one of the evaluation items in the college-wide annual Questionnaire

on Programme and Supporting Services. Besides giving ratings to default

questions, students can give written comments in the questionnaire.
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~ End of the Handbook ~
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